
1.Go to the Account Registration Link which was sent to 
you from your exchange coordinator, then create an 
account.
https://admissions-office.net/en/applicant/sign_up
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2. Log in to The Admissions Office (hereinafter: TAO) 
website with your newly created account.
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If the following images appear when you create your account, click 
“consent” to  move on.
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3. Search for “Tohoku University”

4. Select “Tohoku University”
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5. Select “Global Learning Center” 

    under Department/Course name

6. Select “Global Learning Center” 

under Program/Major name
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7. In the list, search for the “Admission scheme” you are 
going to apply for, then click the name.
If you are going to apply for “COLABS”, select “Tohoku 
University Exchange Programs (COLABS/Spring/ 20XX)”

(Image)

Program list:

Tohoku University Exchange Programs (JYPE/Spring/20XX)

Tohoku University Exchange Programs (DEEP/ Spring /20XX)

Tohoku University Exchange Programs (COLABS/Spring/20XX)

Tohoku University Exchange Programs (IPLA/Spring/20XX)
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8. Click “Start my application”
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9. Click 1⃣ on the Application Form

XX



9

10. Complete each field. All fields with "*Required" must 
be completed. After finishing, click “Save and go to Next”

Be advised that temporary saving is not available on this 
system unfortunately. We recommend you fully prepare 
before inputting the data.

※This field is only for COLABS

COLABS／JYPE／DEEP／IPLA
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【For IPLA】*Sample

If you selected “Other” for “Expected Year at Home University *,” be sure to 
check “Study Level (Expected Year) *,” “Confirmation,” and “Confirmation for 
your Application *. Confirmation” and ‘Confirmation for your Application *’.
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【For COLABS】*Sample
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【For JYPE】*Sample

【For DEEP】*Sample   
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Note:

Applicants must be enrolled in their home universities as 
regular students during their exchange period.

Spring semester: April – September

Fall semester: October – March

If you choose “Yes” for the column “Graduated from any other 
university/college before the current university? *, you are 
required to answer following column. 
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IMPORTANT:

Applicants with 
insufficient language 
proficiency will be 
rejected.

Score/Level (English)

Write a score / level 
written on your 
certificate; if answered 
"Others“ in the previous 
question, explain its 
details. If answered " 
Certificate of Enrollment 
for English proficiency 
from your university" in 
the previous question, 
write down "Certificate"

If you select “Currently enrolling in courses generally instructed in English (at home 
University)”, “Non-Native Speaker”, you are required to answer following column.
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IMPORTANT:

Applicants with insufficient language proficiency will be rejected.

If you select “Have a Certificate of Japanese Proficiency”, you are required to 
answer following column.
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Make sure that your transcript will available during the entire screening 
period if you submit an electronic transcript.

Your application will be rejected if the transcript expires during the 
screening process.

【For IPLA】

*Write 250–300 words ("Words" mean complete words, e.g. “Apple.” 
"Character" means single letters, e.g. “A” from “Apple.”) 
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【For COLABS】
*Choose your preferred graduate school from the list (Desired Graduate 
School), then write the name of  the host researcher who has given you 
their prior consent.

*Write 250–400 words ("Words" mean complete words, e.g. “Apple.” 
"Character" means single letters, e.g. “A” from “Apple.”) 
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【For JYPE】
Choose your preferred department from the list (Desired Faculty/School 
at TU) and (Desired Department) in light of the faculty you have chosen, 
then write the names of the host researchers for your 1st to 3rd 
preferences. It is strongly recommended that you describe exactly what 
you have studied so far as well as which field you are interested in, and 
the specific reasons why you chose those labs when you write your 3 
preferred academic advisors' names as well as your Statement of 
Purpose.

*Write up to 250 words ("Words" mean complete words, e.g. “Apple.” 
"Character" means single letters, e.g. “A” from “Apple.”)
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【For DEEP】
*Choose your preferred department from the list (Desired Faculty/School 
at TU) and (Desired Department) in light of the faculty you have chosen, 
then write down the names of the host researchers from your 1st to 3rd 
preferences as well as your Statement of Purpose.

*Write up to 250 words ("Words" mean complete words, e.g. “Apple.” 
"Character" means single letters, e.g. “A” from “Apple.”) 
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IMPORTANT:

Exchange applicants who have a 2.30 out of 3.00 or higher JASSO GPA are 
eligible for the JASSO scholarship.

If you wish to apply, be sure to read the “JASSO scholarship information” 
beforehand.
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Click “Save and go to next” after 
making sure that you have answered 
all the required questions.
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11. First, make sure the Application Form symbol has changed 
from 1⃣ to  after completing your parts (on the application form)

Second, click “Request”

12. Select “Recommender” in the Recommenders column.

13. Input your recommender's (academic advisor's) email address 
in the “Email address of the requestee” field, then double check 
the email address. If you input the wrong address, your 
recommender will not receive the request.

14. Click “Request”

※Your recommender's (academic advisor's) E-mail address at your 
home university, NOT yours.
※studyab@grp.tohoku.ac.jp is not your recommender E-mail address.
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15. "Request status" tells you whether your recommender has 
completed your request or not. If your recommender does not 
complete it within a few days, we recommend you remind them 
since you cannot move on until the recommender completes their 
part.
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16. You will receive an automated email from TAO after 
your recommender has completed your request. Click the 
link to check the request status.

17.  Make sure the symbol next to “Recommendation 
Form” under “prepared by person other than applicant” 
has changed from 2⃣    to  , then click “3⃣     Endorsement 
Form” or “Next” to perform the next step.
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18. Click “Request”

19. Select “Endorsement Form” under “prepared by person other 
than applicant”.

20. Input your coordinator's email address in the “Email address 
of the requestee” field, then double check the email address. If 
you input the wrong address, your recommender will not receive 
the request.

21. Click “Request”

※Your Exchange Coordinator’s email address at your home university, NOT yours.
We recommend you ask your exchange coordinator which email address should be 
registered.
※studyab@grp.tohoku.ac.jp is not your coordinator’s E-mail address.



22. Request status tells you whether your exchange coordinator 
has completed your request or not. If your exchange coordinator 
does not complete it within a few days, we recommend you 
reminding them since you cannot move on until the exchange 
coordinator completes their part.

23. You will receive an automated email from TAO after 
your exchange coordinator has completed your request. 
Click the link to check the status.
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24.  Make sure the symbol next to "Endorsement Form" 
form has changed from 3⃣    to  , then click “content 
confirmation” to complete your application.

25. After checking the documents, click the column “▢
Yes, I have checked.” Then, click “Complete my 
application”.
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26.  After ticking “Apply after you review the above”, click 
“Yes”, then, your application has been completed.

!ATTENTION!

If you fail to press the “Yes” button by the deadline, the 
application will NOT be submitted.
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27.  You will receive a confirmation email from TAO after 
your application has been completed
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28. You can confirm which applications you have 
completed
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29.  You can check your examinee number from “Show 
examinee slip” after you have been assigned a number. Be 
advised that the Examinee number will be numbered after 
the application deadline so you can check your number 
after around the deadline.

20XX)      


